
EXPLORATORY GRADE 6
KEYBOARDING

GENERAL DESCRIPTION:  This course introduces the touch method of keyboarding
and basic operations of the computer.

UNITS OF STUDY:

  I. Operating the Computer
A.  Care and use of computer components

1. Monitor
2. Keyboard
3. Mouse
4. Floppy disk drive
5. Central Processing Unit (CPU)
6. Hard disk drive

B. Care and use of the network
1. File servers
2. Printers
3. Log on/off
4. Create folder
5. Save document to file server
6. Open/delete folder/document from file server
7. Print to network printers

C. Boot/shut down/restart computer
D. Launch/quit program from hard disk drive

 II. Developing Touch Keyboarding Skill
A. Alphabetic keys
B. Numeric keys
C. Punctuation keys
D. Symbol keys

III. Developing Proper Keyboarding Techniques
A. Position at the computer
B. Keystroking
C. Return
D. Space bar
E. Shift keys
F. Eyes on copy

IV. Basic Word Processing and Formatting
A. Pull-down menus
B. New/close/open document
C. Move insertion point
D. Insert/delete text
E. Word wrap



F. View/scroll/size/zoom/move windows
G. Command key shortcuts
H. Vertical spacing
I. Paragraph indention
J. Save/print document
K. Spacing used with punctuation marks

 V. Developing Accurate Proofreading

LEARNING ACTIVITIES:

  I. Keyboard Practice
A. Keyboarding from dictation
B. Straight-copy keyboarding
C. Timed writings
D. Typed assignments
E. Lobster Sea Adventure

 II. Worksheets
A. Spacing used with punctuation marks
B. Composing at the Keyboard

III. Quizzes
A. Basic information (components, pull-down menus, command key shortcuts)
B. Spacing used with punctuation marks

MATERIALS/RESOURCES:

  I. Hardware
A. Macintosh LCII computers
B. WorkGroup server
C. LaserWriter printer

 II. Software
A. The Writing Center program
B. Typing Instructor Encore program

III. Resources
A. Keyboarding/Typewriting for Personal Applications textbook, cassette 

tapes, and manual
B. The Writing Center manual
C. Typing Instructor Encore manual



EXPLORATORY GRADE 7
MACWORKS

GENERAL DESCRIPTION: This course introduces a variety of computer applications
including word processing, database management, and graphics.

UNITS OF STUDY:

  I. Operating the Computer
A.  Care and use of computer components

1. Monitor
2. Keyboard
3. Mouse
4. Floppy disk drive
5. Central Processing Unit (CPU)
6. Hard disk drive

B. Care and use of the network
1. File servers
2. Printers
3. Log on/off
4. Create folder
5. Save document to file server
6. Open/delete folder/document from file server
7. Print to network printers

C. Boot/shut down/restart computer
D. Launch/quit program from hard disk drive

 II. Keyboarding Practice
A. Review touch keyboarding skill
B. Review proper keyboarding techniques

III. Word Processing
A. Pull-down menus
B. New/close/open document
C. Move insertion point
D. Insert/delete/undo text
E. Word wrap
F. View/scroll/size/zoom/move windows
G. Command key shortcuts
H. Vertical spacing
I. Save/print document
J. Spacing used with punctuation marks
K. Select text
L. Change text font, size, style, color



M. Check document spelling
N. Margins/indentations/tabs
O. Justification
P. Common proofreader's marks
Q. Short reports
R. Personal letters
S. Cut/copy/paste text
T. Find/replace text
U. Thesaurus

IV. Database Management
A. Pull-down menus
B. Open/new/close document
C. Move insertion point
D. Browse
E. Insert/delete text
F. Command key shortcuts
G. Find/sort records
H. Define/redefine/delete fields
I. Add/delete records
J. Save/layout/print document
K. Create labels

 V. Graphics
A. Pull-down menus
B. New/close/open document
C. Drawing/painting tools
D. Command key shortcuts
E. Select/resize/move/clear/reshape/duplicate/transform/rotate/group objects
F. Save/print document

VI. Developing Accurate Proofreading

LEARNING ACTIVITIES:

  I. Keyboarding Practice
A. Keyboarding from dictation
B. Straight-copy keyboarding
C. Timed writings
D. Typed assignments
E. Lobster Sea Adventure

 II. Application Program Practice
A. Word processing assignments
B. Database assignments
C. Graphics assignments

III. Worksheets



A.   Record selection

MATERIALS/RESOURCES:

  I. Hardware
A. Power Macintosh 5300/5400 computers
B. WorkGroup Server
C. Color LaserWriter printer

II. Software
A. ClarisWorks program
B. Typing Instructor Encore program
C. The Print Shop Deluxe program

III. Resources
A. Keyboarding/Typewriting for Personal Applications textbook and manual
B. ClarisWorks manual
C. Typing Instructor Encore manual
D. The Print Shop Deluxe manual



EXPLORATORY GRADE 8
MULTIMEDIA

GENERAL DESCRIPTION: This course introduces multimedia through the creation of
slide show presentations.

UNITS OF STUDY:

  I. Operating the Computer
A.  Care and use of computer components

1. Monitor
2. Keyboard
3. Mouse
4. Floppy disk drive
5. Central Processing Unit (CPU)
6. Hard disk drive

B. Care and use of the network
1. File servers
2. Printers
3. Log on/off
4. Create folder
5. Save document
6. Open/delete folder/document
7. Print to network printers

C. Boot/shut down/restart computer
D. Launch/quit program from hard disk drive

 II. Creating Slide Presentations
A. Backgrounds/Borders
B. Text

1. Font
2. Size
3. Style
4. Color
5. Justification
6. Text type

C. Graphics
1. Drawings
2. Paintings
3. Stamps
4. Clip art
5. Scanned pictures



6. QuickTake pictures
D. Audio

1. Pre-recorded sound clips
2. Computer voice
3. Recorded sound clips

E. Video
1. Movies
2. Video clips

F. Special effects
G. Transitions
H. Slide advance

LEARNING ACTIVITIES:

  I. Slideshow Creation
A. Kid Pix Studio
B. ClarisWorks 4.0
C. Color OneScanner
D. mPower
E. HyperStudio
F. QuickTake camera

MATERIALS/RESOURCES:

  I. Hardware
A. Power Macintosh 5300/5400 computers
B. Color LaserWriter printer
D. Color OneScanners
E. QuickTake cameras

II. Software
A. Kid Pix Studio program
B. ClarisWorks 4.0 program
C. MacGallery program
D. The Writing Center program
E. Ofoto program
F. mPower program
G. HyperStudio program

III. Resources
A. Multimedia Learning Tools teacher's manual
B. ClarisWorks 4.0 manual
C. The Writing Center manual
D. Color OneScanner/Ofoto manual
E. mPower manual
F. HyperStudio manual
G. QuickTake camera manual
























